Chapter 3: Communication Skills

LESSON 5: BECOME A BETTER
SPEAKER
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coping strategy
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INTRODUCTION

“The human bran is a wonderful thing. It

operaes from the moment you are born until

the first time you get up to make a speech.”
Howard Goshorn.

Mogt individuds spend seven out
of every ten waking hous communicating;
three-fouths of this communicaion is
through speech. The average person speaks
some 34,020 words a day. That is equa to
severd books a week, more than 12 million
words a year. With al that spesking, the
likdihood of an individud being asked to
giveagpeechishigh.

When you were younger, being the
center of atention was probably fun. Now
that you are older, you ae probably much
more concerned with your appearance and
what people think of you. You may be much
more nervous about public spesking. With the
right knowledge and practice, you can
minimize this nervousness

Speeches are not made done in a
room. When you give a gspeech, there is
dways an audience. You and the audience
have a two-way rddionship. You “give’ the
speech to the audience. In turn, the audience
gives you ther atention and reaction, cdled
feedback. The advantage of ord communi-
cation is tha it is a face-to-face process of
mutual give and take.

94

Lesson 5: Become a Better Speaker

At some point, you will be asked to
seek in front of your class, a a family
gathering, a a club group, or some other
public environment. Perhaps you have dready
experienced these Stuations. If so, you know
that being nervous can be the hardest hurdle
to overcome.

COPING WITH NERVOUSNESS

Recent studies show that spesking in
front of a group is by far the greatest fear of
most people. It ranks ahead of the fear of
dying, riding in an arplane, or falure in other
aress of one' s persond life.

You have probably dready had to tak
in front of a group of people. You may have
fet one or more of the common symptoms of
NErVOUSNESS.

Shaking knees
Dry mouth
Quivering voice
Stomach pains
Loss of memory

COPING STRATEGIES

One of the most important concepts on
which you should focus when you are nervous
about spesking in public is that you are not
done. Whaever group you are facing, look
around and redize that you have something in
common with everyone there. Every person
you see has been, or will be, in your Stuation
a some time. In many cases, such as class
room spesking, you are dl members of the
same group.

“There are two types of speakers. those that
are nervous and those that areliars”
Mark Twan
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Another coping strategy to ded with
nervousness is to redize that you look more
confident than you actudly fed. Think about
dl the newscasers you have seen on
tdlevison. Many of them have sad that they
fed “dage fright,” yet it is rardly noticegble.
Look how many ingructors must stand before
a classoom and keep the attention of ther
dudents. For many individuds, being “in the
spotlight” is their professon or career. For
other individuds, presenting a speech is an
occasona event, such as in speech classes.
For eveyone feding the symptoms of
nervousness is ordinary, but it rarely shows.

Keep in mind that your ligeners are
there to hear what you have to say. Assume
they are a friendly crowd. They are not “out
to get you.” They ae waiting to learn some
interesting informeation.

Another important point to remember
IS to concentrate on your speech content. Do
not concentrate on how you are saying it. If
you are discussng a subject in which you are
interested, the audience will perceive this If
you are more focused on your gestures and
your emphasis on certain words, both you and
the audience will be distracted.

Be aware of your nervousness before
you begin and ded with it. Take some deep
breaths and perhaps even do some sretches.
Give yoursdf some time to collect your
thoughts.

The bet way of dl to overcome
nervousness is to know that you are prepared.
Proper preparation and rehearsa can help to
reduce fear by 75%. Practice your speech in
front of a mirror. Try to practice enough SO
that your use of notes will be minimd. If you
know your subject very well, and are solidly
prepared, you will baance your nervousness
with a drong feding of confidence. The
audience will see your level of confidence.
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To review, here are some drategies for
coping with and overcoming nervousness.

Look at the audience and know that they
al fed nervouswhen giving a gpeech.

Remember that the audience is there to
hear what you have to say.

Concentrate on the subject.

Keep in mind that your nervousness does
not show.

Prepare, prepare, prepare.
Practice, practice, practice.
Breathe deeply.

TIPSFOR PRESENTATION

After you have gathered the necessary
information for your speech, you ae ready
to present it. When you sand before your
audience, remember the drategies for ded-
ingwith nervousness. Take a few seconds,
breathe deeply, and begin your presentation.
Proper breathing techniques can reduce fear
by 15%.

Remember to be yoursdf. While you
are in front of the audience, think pogtively.
Know that the audience is there to learn and
ligen.

Egablish eye contact with members of
the audience. Some members of the audience
may not return the eye contact. The solution is
to edablish eye contact with the individuds
who ae returning your interested look.
Remember, this is the way to begin taking
with your audience and not just to them. You
are communicating with both your words and
your eyes.

When you ae giving a speech, you

should not read from your notes. Only glance
a your notes occasondly, to be sure that you
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ae fallowing the outline and forma of your
Speech.

Try to avoid a lot of body shifting.
The movements and gestures you make can
be very didracting to the audience. Shuffling
your feet or scratching your ear will cause the
audience to lose concentration.

Also avoid those interrupting pauses
such as “Uh” “You know,” *“I mean,”
“Wdl,” and “So.” Adding these phrases is a
very common habit for speskers. It can dso
be a hard habit to break, and one that will take
some effort and concentration.

Everyone makes mistakes when they
are spesking. If you accidentdly say a wrong
word or you suddenly bse track of where you
ae, do not panic, but atempt to smile
Smiling through your fumbles tdls the
audience that dthough you made a dight
miseke, you ae dill in control of the
Stuation. Correct it if it is an important point.
If it is not, dissegard your blunder and
continue with your presentation. Go a little
more dowly and take your time, maintaning
your concentration.

What is equdly important in giving a
speech is concluding it. When you ae
finished, do not rush back to your
seat. Be professond and ask if
anyone has any questions. Look
aound with composure and if
there are no questions,
politdy say, “Thank
you” and go St down.
However, if thee ae
guestions, answer them as
wdl a you can. If the
information has dready been
covered in the speech, do not give
an extendve explanation. Be brief.
Remember, you are the expert on the
subject.
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BASIC SPEECH STRUCTURE

All types of speeches bascdly have a
beginning, middle, and an end. They use a
dandard format for organization. You tell the
audience what you are going to say, you sy
the man pat of your speech, and then you
tell the audience what you told them.

Introduce the Topic
Tell them

what you
are going
to say

/ Tell Them

Tell Them What
You Told Them

Present Main
Discussion of
the Topic

Conclude
Topic

While preparing your speech, you will
follow the sx basc deps to effective speech
writing.

1. Anayzethe purpose of the speech and the
audience.

Conduct research and gather information.
Support your ideas

Organize dl the materid.

Draft and edit the speech.

Practice and get feedback.
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TYPES OF SPEECHES

There ae severd mgor categories of
speeches:

Informative
Persuasive
Actudting
Argumentative
Entertaining
Impromptu

The purpose of each speech varies,
depending on what you ae atempting to
accomplish as a speaker.

THE INFORMATIVE SPEECH

The gpeech to inform does exactly
what it says. It informs or tdls the audience
about something. It ddivers information so
that the audience can grasp and remember
important data about the subject. The god is
for the audience to accomplish understanding
of the subject. An example is a presentaion
on how to disassemble and resssemble a
personal computer.

THE PERSUAS VE SPEECH

The speech to persuade attempts to
change the audience's minds and/or behavior
toward something. An example is persuading
lisgteners not to “drink and drive.”

THE ACTUATING SPEECH

The speech to actuate is a motivating
speech like the persuasve speech, but the
difference is that the gpeech to actuate cdls
for immediate action. For example, suppose
your school principd  announces that the
school team needs to be encouraged about a

big upcoming game Then, the resulting
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action may be in the form of a school “pep”
raly.

THE ARGUMENTATIVE SPEECH

The argumentative speech must be
structured as most other speeches. It must rely
on logical appeds. This type of speech is dso
known as a kind of reasoned persuasion
Many debates in socid and political fidds are
based on this kind of speech. Another
common example is the dodng argument an
atorney makes during a courtroom trid.

THE ENTERTAINING SPEECH

The speech to entertain is used to relay
a message in an entertaining manner. Humor
plays an important part in this speech. For this
reason, the entertaining speech can be dif-
ficult to present because humor is of a
persond nature. But, if an entertaining speech
is presented wdl, it can be very effective.
When someone is being honored, very often
another person will make a humorous speech
about the honores, perhaps tdling a funny
story about the person.

THE IMPROMPTU SPEECH

The impromptu speech is something
a litle different, sSnce most  impromptu
speeches are presented without elaborate
preparation. The word “impromptu” means
“to do something without preparation or
advance thought — off-hand.” Here are some
tips, benefitss, and techniques relaed to

impromptu spesking.

Building Self-Confidence

“It usudly takes me more than three weeks
to prepare a good impromptu speech.”
Mark Twain
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Practicing

For beginners, impromptu speeches
ae necessaxy in heping the individud to gan
sf-confidence and the ability to “think on
your feet” Impromptu spesking is an
effective traning device The more practice
you have in giving impromptu speeches, the
better qudified you will be to ddiver
prepared talks. Suppose your instructor asked
you to dand up and give an impromptu
presentation on why you decided to join the
Army JROTC. Pause for a few seconds before
you begin and collect your thoughts.

Benefits

If you sound smooth and polished
when giving an impromptu Speech, both you
and your audience will be impressed. By
practicing, you will be cgpable of putting your
thoughts into logicd order. You will tak
cearlly and convincingly to your audience
without any notes. Remember that your
audience will not be expecting an daborate
speech, but they are there to hear you tdl
them something of interest.

Techniques

The best way to be prepared for the
“unprepared” is to Stay up-to-date in your
fidd of interest. Clipping and saving aticles
and reading newspapers or news magazines
ae ided ways to do this Communicating
with people who share your area of interest
a0 helps you broaden your understanding.

Imagine a dorehouse in your mind
where you will file these different bits of
information. When you dand to spesk
“impromptu,” you will be prepared to pull out
the needed data from your mentd file. For
example, reading up on the Army JROTC and
discussng your future in it with your
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ingructor will add to your ability to discuss
this subject with your audience.

One way to organize your thoughts for
an impromptu speech is to use a “Pad,
Present, Future” format. Speak firgt about the
past of the subject, such as the history of the
Army JROTC and what has been done to
increase the number of cadets. Then, spesk
about the organization and the role it plays
today by congdering what is happening now
and what kind of learning takes place. Next,
contemplate the future. Congder what things
may change, wha improvements may be
made, and where Army JROTC may be ten
years from now.

Another procedure to use in your
presentation is to support your idess with
examples or datistics. In addition, try to find
experiences from your past that will add to
your speech and make your points beievable.
For example, suppose your instructor asked
you to make a speech about sestbelts and
whether or not you favor a mandatory law for
wearing them. You could talk about how you
fed wearing seatbdts is a wondeful idea
But, most people dready know that. You
would not be tdling them anything they did
not aready know. Instead, date why a
mandatory law is a good idea by ataching it
to something you have seen, heard, or read in
the news. You could say something like “I
read in the newspaper the other day that a
family of four survived a car accident because
they were wearing seatbelts. The report said
that if it were not for that, they would have
been thrown violently from ther car. More
than likely, they dl would have died.”

Also, aways be sure to take your time.
Of course, some gtuations require a minimum
or maximum time Remembe tha you will
need to collect your thoughts and to wait for
the audience to quiet down. Mogt importantly,
do not rush head-on into your presentation.
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Concentrate on what you are saying and what
you want to say.

Findly, try to say on the subject.
Keep focusng on the topic in your mind so
that your examples or dories are extended
from that bass Practicing a home will hep
you be prepared in the classsoom or anywhere
the impromptu dtuation arises. Pick any
object in your room or any gory in the
newspaper. Contemplate what you could say
about it. Speak about the item while timing
yoursdf.

Tipsfor I mpromptu Speaking

Remember these techniques to improve
impromptu spesking:
Stay knowledgeable on avariety of topics.

Try a format such as “Past, Present,
Future.”

Support  your ideass with examples or
gatigics.

Add persona experiences.

Do not rush. Collect your thoughts.
Concentrate on what you are saying.

Stay on subject.

Practice giving impromptu speeches.

CONSTRUCTIVE FEEDBACK

Sometimes you will be cdled upon to
provide feedback on another person’s speech.
It is important to redize that feedback need
not dways be negative or destructive. What it
needs to beis constructive feedback.

The purpose of giving feedback is to
improve someone€'s peformance in  some
way. In its mogt effective form, it provides
condructive advice, direction, and guidance,
in an effort to raise performance levels.
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Effective feedback stresses  both
drengths and suggestions for improvement. In
giving condructive feedback, you must be
draightforward and honest; you must aso
respect the speaker's persona fedings Feed-
back is pointless unless the spesker profits
from it. However, prase jus for the sske of
prase has no vaue unless the only god is to
motivate or improve saf-concept.

Effective  feedback  reflects  your
condderation of the spesker's need for sdf-
edeem, recognition, confidence, and the
gpprova of others. Ridicule, anger, or fun at
the expense of the speaker, have no place in
congtructive feedback.

To give condructive feedback, ligen
caefully to the gpesker. Focus on the
fallowing:

The actual content of a speaker’s effort.

Wha actudly heppened during the
Speech?

The observed factors that affected per-
formance of the speech.

CONCLUSION

Speech is the most widdy used
medium of communication. The man purpose
of any gpeech or presentation is to ddiver
cler and gpecific idess to the ligeners.
Practicing the impromptu speech is an ided
way for many individuds to gan <df-
confidence and the ability to communicate
“onthar fest.”

Although fear of spesking is common,
dudies show that one of the most admired
qudities in others is their ability to spesk in
front of agroup.

Like writing, spegking is a skill. Once
you grasp the badcs, the rest is practice,
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polish, and style. You may be embarrassed by
iniid migtakes, but you will survive. Few of
us will become great speskers, but dl of us
can become more effective speskers if we
take the time to practice the basics.
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